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Purpose 

As the WIC population grows and the WIC retailer base changes, new retailers must be authorized 
to make WIC foods available.  An application process must be in place to expedite the handling of 
new applications. 

Authority 

State Policy 

Policy 

It is the policy of the Montana WIC Program to obtain all federally required information to determine 
if a WIC retailer applicant meets the criteria to participant in the Montana WIC Program. 

I. New Retailer Authorization 

A. New (i.e., not currently participating) retailers must contact the Montana WIC Program 
to request application consideration.  

B. Initial screening will take place and the Local Agency consulted.  Based on 
information gathered, an application may or may not be sent. 

    1. If no application is sent, inform the retailer and Local Agency. 

    2. If a need is determined, send the retailer an application packet and inform the 
  Local Agency. 

C. Based upon results of screening, successful inquiries will receive an application 
 packet.  The application packet contains a description of the WIC Program, an 
outline of the  criteria, a Food List, stocking level requirements, an application form, 
and a price survey.  Due to the documentation requirement, processing of an 
application may take up to 90 days.  

D. The State reviews the application, ensuring information is complete and correct, 
 minimum selection criteria is met, prices reflected in the price survey are competitive, 
 and a need for a store in the geographic area has been determined.  If the 
application is rejected, inform the retailer with a letter of ineligibility stating the reason 
for rejection.  Inform Local Agency of the decision. 

E. Successful applicants will be sent, by certified mail, three copies of the Montana 
 DPHHD/WIC Retailer MOU.  All copies must be signed and returned to the DPHHS 
 Contract Officer.   

F. Once all requirements have been met, arrangements will be made for an Initial Visit 
 to be conducted and reviewed. 

II. Initial Visit 

A. An initial visit is the on-site visit made by WIC personnel to a store applying to 
participate in the Montana WIC Program. The visit verifies that the required WIC food 
variety and quantity is in stock.  It also provides the retailer with training in WIC 
policies and procedures such as what to expect in a WIC purchase and how to handle 
benefits. 
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B. This visit may be made by either state or local agency staff.  An inventory will be 
made of items in stock using the Initial Visit Report.  The report will be signed by the 
WIC staff member and a store representative.  This initial visit must be made and 
documented before the applicant may be authorized as a WIC retailer. 

C. The Initial Visit Report will be sent to the Montana WIC Program for review.  If the 
report does not indicate that the required quantities and variety of WIC foods are in 
stock, a subsequent on-site visit must be made to document and verify the correction.  

D. If the retailer passes the visit, they will receive authorization, an acceptance letter and 
the following: 

1. An assigned retailer stamp 

2. Two “We Accept WIC Benefits” signs (to be posted near the entrance of the 
business) 

3. Retailer training materials 

4. A supply of Report of Attempted Program Abuse forms 

5. Additional copies of the “WIC Approved Food List” (in sufficient quantities to 
place one at each check stand) 

6. A copy of the Montana WIC Program Retailer Reference Manual 

E. Once the retailer is authorized to accept and process WIC benefits, they are 
responsible for training their retail cashiers and bookkeepers in WIC procedures. 

F. The new retailer will be reassessed six months after authorization to determine if they 
are an “above-50%” retailer. 

III. Retailer Authorization 

A. Upon phone notification of a successful and complete Initial Visit, the Montana WIC 
Program will notify the WIC bank, through their automated system, that the retailer 
has been authorized to process WIC benefits. 

B. In the case where agreements are signed at the corporate headquarters, a copy of 
the signed agreement will be sent to the store’s manager for their review and records. 

IV. Follow-up 

A. The State will notify the local agency that the retailer has been authorized to 
participate in the WIC Program. 

B. The local agency will notify their participants that they may shop at this retailer. 

C. The State will add this retailer’s name and city to the ‘Montana WIC Retailer by City’ 
list. 

 
 
 
 


